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I. GENERAL PROVISIONS 


A 


B 


AGENCY'S PHILOSOPH: DESCRIPTION 


Estab. 
agenc: 
promo’ 
Puert: 
empowi 
contr. 


lished in 1968 as a community-based, self-help 
Y, ASPIRA, Inc. of New Jersey's mission is to 

te the educational and leadership development of 
o Rican and Latino youth so that they become 
ered individuals who will make significant 
ibutions to the Puerto Rican and Latino community 


in particular and the society in general 


Since its formation in 1961 ASPIRA has grown from a 


small 


nonprofit counseling agency in New York City to a 


National Association with offices in five states, 
Puerto Rico, and the District of Columbia. 


Its primary objective is to foster, develop and expand 


the o] 


pportunities of Puerto Rican and Latino students 


by providing services which motivate and encourage 


stude: 
valua! 


leade: 


nts to pursue their education. By tapping the 
ble resource of young Latino talent in the 


rship, serve as role models for future generations 
the 


and thus foster equal opportunities for Latinos in 
United States and in Puerto Rico. 


GENERAL POLICY STATEMENT 


The personnel policies of ASPIRA, Inc. of New Jersey 


are fi 
have 
respo! 


The E 
solel: 
of thi 
of Ne 
and i 
there’ 


ormalized in written form so that all employees 
a clear understanding of their duties and 
nsibilities. 


xecutive Director and the Executive Staff are 
y responsible for the overall internal management 
e Agency. The Executive Director of ASPIRA, Inc. 
w Jersey is responsible for recruiting personnel 
mplementing policies and procedures relative 

to. 


Personnel policies, recruitment of personnel, 
promotions, transfers, compensation, employee benefits, 


reass 


ignment and termination will be conducted in such 


a manner that there will be no discriminiation based on 


color, creed religion, national origin, age, sex, 


r physical or mental handicap. 
Ea ? 


ASPIRA, Inc. of New Jersey is an Equal Opportunity 


yer. An Affirmative action policy is, and shall 


continue to be maintained. Information regarding this 
policy is available to any employee. 

, Wr 4a 
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Personnel policies will be reviewed periodically by the 
Finance Committee of the Board of Directors to assure 


they are current. 


Formal reviews will be conducted in 


three year cycles. 


The chief executive officer of the Agency is known as 
the Executive Director and is accountable to the Board 


of Directors. 


In the absence of the Executive Director, an acting 
Executive Director will assume the duties and 


responsibilities of the Executive Director. 


The 


designation of the Acting Executive Director will be 
made by the Executive Director. 


C. ORGANIZATIONAL STRUCTURE 


The property of ASPIRA, Inc. of New Jersey will be 
managed and controlled by a Board of Directors. 


The Board of Directors may adopt such by-laws and rules 
and regulations for conducting the Agency's affairs as 
it deems proper and necessary. 


The Board of Directors of ASPIRA, Inc. of New Jersey 
have sole responsibility for hiring, setting the terms 
and conditions of employment and termination of the 


Executive Director of the Agency. 


In the event of a 


prolonged absence of the Executive Director, an acting 
Executive Director shall be appointed by the 
Chairperson of the Board in consultation with the 
xecutive Director. 
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KEY AREAS OF RESPONSIBILITIES 
Program Administration 


-Staff supervision 
-Supervision of all student 
related services 

-staff developnent /training 
-Data collectio: 
“Implementation of contractual 
obligations 

-Ongoing program evaluation 
-Approval of all program 
related activities 

-Monitor reporting system 
All other program related 
matters as assigned by the 
Executive Director 


cal 


tratio: 


-Accounting and auditing duties 
-Prepare budgets and revenue/ 
expenditure report: 

-Security and Safety of all related 
documents 

-Personnel record keeping 
-Budgetary responsibilities 
-Contract implementation 
-Maintenance of all facilities and 
propert: 

-All procurement 

-Supply control and inventory 

-All other fiscal matters as assigned 
by the Executive Director. 


Development Administration 


-Fundraising 

-Board liaison 

-Technical assistance 

-Evaluation, education and 

staff development 

-Research projects 

-Overall monitoring and assessment 
-General administration 

-All other development related matters as 
assigned by the Executive Director 


F. 


oF POLICIES 


Personnel policies are subject to change by the Board of 
Directors in consultation with the Executive Director. 


Changes in these policies will be communicated immediately 
to all staff and will be perodically incorporated into the 
Personnel Policies Manua: 


LIMITATIONS 


|, Due to the agency non-profit status all the stipulations and 
provisions in this manual are contingent upon availability 

of funds, assurance of cost effectiveness, and Agency 
roductivity. 


Wan, SPECIFIC PROVISIONS 


A. 


PRINCIPLES 


It is believed that the mutual interests of management and 
staff can best be served by complying with the following: 


.All employees will be reviewed for merit increases. 
Employee Performance Appraisal (EPA) will be used to review 
merit increases. 


.The grievance procedure will be observed and followed as 
established in this manual (See Section C.9.A., p-11). 


.To ensure employee development, program effectiveness and 
quality of service, management will implement a staff 
development program annually. 


To ensure a harmonious relationship with the various 
communities served, the Agency staff is required to report 
directly to the Executive Office any circumstances which may 
adversely impact the Agency. 


.The Executive Director will have responsibility for media. 
relations and activities. 


RECRUITMENT AND SELECTION 


The Executive Director will recruit and hire employees based 
upon job descriptions and requirements established by th 
agency. Only qualified candidates will be considered for 
selection. 


1. Ope: e 
a. Entry Level Positions 
An open competition process will be followed in 


the recruitment of all personnel for entry level 
positions. 


Non-Entry Level Positions 


Should a vacancy occur in the Agency, current 
employees will be encouraged to apply. This does 
not exclude the possibility of hiring from outside 
the Agency. 


Application Process 


General Process 


All candidates will be screened and interviewed by 
designated staff. Designated staff will be 
responsible for ensuring that all candidates 
complete an Agency Employment Application (AEA). 


Procedures 
Initial Interview 
The immediate supervisor assigned to fill a vacant 


position will review all applications and screen 
them in with job requi 


The immediate supervisor will conduct reference 
and background checks of applicants. These should 
be conducted formally and incorporated into the 
applicant's file prior to a final decision by the 
Executive Director. All information obtained will 
become part of the applicant's file. 


The immediate supervisor will select qualified 
applicants and recommend, where possible, three 
(3) candidates for a second interview. 


Second Interview 


As necessary, the immediate supervisor in 
collaboration with designated staff will conduct a 
second interview. 


The immediate supervisor will notify a candidate 
of the date, place and time of the second 
interview. 


Credentials 


If requested, candidates will be required to 
submit appropriate credentials. These can be a 
combination of the following: high school 
transcript/diploma, college transcript/diploma, 
special training certificate, and/or letters of 
recommendations. 
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Examinations 


All persons applying for clerical positions will 
be tested for typing speed and accuracy, and 
demonstrate other appropriate skills as required. 


In addition, work samples may be required for 
certain positions which require specific skills 
such as a planner, proposal writer or accountant. 


Appointment of Employees 


Selection of candidates will be based on skills 
ability, knowledge, experience and other established 
criteria for the specific position. 


Specific criteria are established for each position 
with a job description. Based on the job description, 
each candidate will be rated and selected according to 
the following procedures. 


Appointments 


All appointments are contingent upon the approval 
of the Executive Director who is solely 
responsible for the hiring of all personnel. 


(1) The selected candidate will be notified by 
the Executive Director and a starting date 
will subsequently be established. 


(2) Selected candidate (s) will be given an 
employee orientation, to take place on the 
first day of employment, whereby they will be 
briefed on personnel policy, benefits, 
working hours, and will be provided with 
agency employee manuals and other appropriate 
information. 


b. Employee Orientation 


In order to fully acquaint new employees with 
ASPIRA policies, employee benefits, and to answer 
any questions which arise concerning these 
matters, an employee orientation program has been 
developed. 


On the first day of employment, the immediate 
supervisor will brief the employee on the 
following: 


(1) Agency organizational structure; 
(2) Agency responsibilities to employee; 
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(3) Agency services, facilities, and resources; 

(4) ASPIRA history, policies, and practices; 

(5) Benefit plans: medical plan, hospitalization, 
and unemployment; 

(6) Employee Performance Appraisal Process; 

(7) Employee responsibilities to the Agency; 

(8) Promotion policy; 

(9) Rules of conduct; 

(10) Personnel Manual; 

(11) Salary compensation; 

(12) Tour of Agency and introduction to fellow 
employees; 

(13) Training opportunities; 

(14) Work assignment, job description, and Work 
Plan, 

(15) Work’ Schedules. 


All employees must sign an Orientation Form as proof 
that such orientation was provided. This form will be 
filed in the employee's Personnel file. 


c. Personnel Records 


Employees may file inspect and review their 
individual personnel upon request to their 
immediate supervisor who will in turn notify the 
Executive Director. Employees should assist in 
keeping their personnel file current by notifying 
management of all changes concerning the 
following: 


(1) Address and telephone number; 

(2) Person to be notified in case of emergency; 
(3) Employee's legal name; 

(4) Number of tax exemptions; and 

(5) Other pertinent information. 


Employee Classification 
e oyees 


Employees who are employed full-time and are 
entitled to the Agency's full fringe benefits as 
depicted in this manual and to permanent status 
contingent upon the availability of funds and 
performance level of the employee. 


Executive Employees 


Staff employees who are, employed full-time. 
Executive staff is comprised of: Fiscal Officer, 
Director of Development, Programs Directors and 
Office Manager. Executive Staff is exempt from 
accumulating compensatory time. 


Temporar: loyees 


A temporary employee is employed for a limited 
period of time. Temporary employees are not 
eligible for fringe benefits. Temporary employees 
transferring to regular employee status will be 
credited for the term of temporary employment if 
such employment is continuous. Temporary 
employees transferred to regular employee status 
will be provided with written notification of 
selection, which will specify duration of 
employment and salary. Temporary employees will 
be notified two (2) weeks prior to employment term 
expiratio 


Part-time Employees 


Part-time employees, employees who work a maximum 
of 25 hours per week, may be hired to perform 
tasks which do not require full-time employment. 
Part-time employees will be appointed by the 
Executive Director, using the above procedur 
Part-time employees are not entitled to any Agency 
benefits 


Probationary Period and Permanent status 
There will be a probationary period of three (3) months 


for all new employees, promoted staff and employees 
transferred to other positions and/or projects. 


Employees must meet the following conditions during the 
probationary period. 


a. New Employees 


The immediate supervisor will submit an Employee 
Performance Appraisal and provide continuous 
assessment in the evaluation of all new employees. 


1. Termination During Probationary Period 


In situations where a new employee fails to 
meet the requisite performance standards, the 
Executive Director may terminate said 
employee at any time within the three (3) 
month probationary period. 


If such a situation should arise, the 
immediate supervisor will recommend the 
termination of the employee and shall provide 
documentation relative to termination to the 
Executive Director. 


=- 


The rules contained in Section F, Page 21, 
‘ermination o oyment, will not apply to 
employees during the probationary period. 


2. Granting of Permanent status 


When a new employee successfully completes 
the probationary period, the immediate 
supervisor shall forward to the Executive 
Director, within the 15 days of completion of 
probation, the employee's appraisal form. 


The granting of permanent status confers on 
the employee full rights and benefits as 
stated in the Personnel Manual. 


Upon completion of the appraisal form, the 
form will be maintained in the employee's 
personnel file. At this time permanent 
status is granted to the new employee. 


3. Benefits During the Prol onary Period 


During the probationary period, the employee 
will accumulate vacation leave. However, 
employees will not be entitled to sick leave. 


b. Promoted Employees 


Employees promoted or transferred to another 
position will have their performance reviewed 
three (3) months from the date of promotion or 
transfer. 


At the discretion the Executive Director and in 
consultation with the immediate supervisor, the 
probationary period may be extended for an 
additional (3) months. If the employee's 
performance continues to be unsatisfactory, the 
Executive Director shall provide said employee 
with two weeks prior notice. 


C. EMPLOYMENT CONDITIONS 


1. 


Salary 

Salary is the yearly amount an employee regularly 
earns. For each staff title, a salary range has been 
established. 

Work Hours 


The normal work week consists of 35 hours per week, 
from 9:00 a.m. to 5:00 p.m. However, as Agency program 


needs dictate, the work week may be modified to 
complete specific projects which may require an 

alternate schedule. When such circumstances arise the 
hours will be stated in the employee's job description. 


3. Lunch 


The lunch hour is not compensated for by the Agency. 
Normally, each employee must take one (1) hour for 
lunch during designated periods. Every employee is 
responsible to sign his/her time sheet indicating their 
hour. Depending on work schedule, and if previous 
arrangements have been made by or with management, the 
lunch hour may be taken at another time during the work 
day. 


ce/Time~Keepin 


All employees must sign time sheets as required 
Failure to do so will result in disciplinary action and 
reduction in pay. Employees are not permitted to sign 
time sheets for other employees. Such action is 
subject to discipline. 


In cases where an employee is required to report at 
other locations, the employee is responsible for 
following all Agency regulations. Immediate 
supervisors shall spot check employees assigned tasks 
out of the office. 


All employees, except part-time and Executive staff, 
are entitled to compensatory time (see Section d; p. 7) 
as authorized by their immediate supervisor. 


Immediate supervisors shall review employee time sheets 
to verify employee attendance and shall forward same to 
the designated person within the Executive Office. 


Every employee shall be docked a half (1/2) hour pay 
for every 15 minutes of lateness. 


Compensatory Time 


This section incorporates the requirements and 
stipulations of the Fair Labor Standards Act. 


All employees must receive prior approval from their 
immediate supervisor for overtime wor! 


Permanent Executive Staff and clerical level positions 
are ineligible for compensatory time. 
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e E Compensatory time is calculated at an hourly rate for 
each hour the employee is required to work in excess of 
the 35 hour work week. 


Accumulated compensatory time must be taken within 60 
days subsequent to the overtime hours worked and may 
e not be carried over. 


All compensatory time must be scheduled and approved in 
advance by the immediate supervisor. 


7. Employee Appraisal (EPA) ~ 


Supervisors will assess an employee's performance 
periodically in accordance with the guidelines and the 
procedures prepared for such purposes and those 
contained in the EPA Manual. 


e Supervisors are required to conduct monthly employee 
performance conferences. 


8. Work A: 


Work plans have been systematized. The immediate 
e supervisor should coordinate employee work plans with 
assignments. 


Work plans are established to set forth an 
implementation schedule which will include program 
components and activities in light of realistic time 
e considerations. The work plan is a personal tool for 
the employee and is not a substitute for the Employee 
Performance Appraisal (EPA). 
Non-clerical personnel are required to use work plans 
which are monitored by their immediate supervisors. 
e Employee performance on these work plans is evaluated 
with the use of the EPA. 


Changes in the work plan must be made in consultation 
with and with the expressed approval of the Programs 


— Director. Ass 21 
% de OW 
9. >. ertevance Procedi od fled P \ 


loye W 
mm Seeds grievance procedure is set-forth as 
follows: 


a. The employee should present and discuss any 
complaint (s) she/he has with her/his immediate 
supervisor on an informal basis. 


If the informal discussion fails to produce a 
satisfactory resolution, the employee may file a 
written complaint to the immediate supervisor 
within thirty (30) days. 
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If the written complaint fails to produce a 
satisfactory settlement, the employee must request 
and complete an Agency's Grievance Procedure Form 
and forward same to the Executive Director. The 
Executive Director, upon review of the employee's 
formal complaint and the employee's immediate 
supervisor's formal report relative to the 
grievance will render a decision within three (3) 
working days and communicate same to the employee 
within a two (2) week period. 


b. If the employee is dissatisfied with the 
Executive Director's final decision or 
her/his failure to respond within a two week 
period, the employee may appeal to the 
ASPIRA, Inc. of New Jersey's Board of 
Directors, who may take appropriate action. 


10. Related Employment Policies 

a. Dress Code 
To promote the public image of ASPIRA, Inc. 
of New Jersey as a professional educational 
agency, proper business and office attire is 
required. Employees must not wear blue 
jeans, sweatshirts, T-Shirts or other 
inappropriate attire. 

b. Housekeeping 


Employees will be responsible for keeping 
ofS and work areas clean and orderly. 


sie ene er on ; 7 
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Music, radios, and/or televisions, are not 
permitted on the Agency's premises except 


when there is an appropriate activity or 
prior approval from the Executive Director. 


v: ors 


Personal visitors are not permitted during 
working hours except for emergency reasons. 
All employees are advised that no soliciting 
or sales are permitted during work-hours. 
All visitors must report to the reception 
area 
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Alcoholic Beverages 


Alcoholic beverages are not permitted on the 
Agency's premises, except for staff related 
activities authorized by the Executive 
Director. 


Security 


Employees will promote the security and 
safety of Agency's premises and property. 


Agency! opert: 


Any materials obtained by the employee 
through the employee's position with the 
agency becomes and is the sole property of 
ASPIRA, Inc. of New Jersey. 


D. EMPLOYEE DEVELOPMENT 


1. 


Development Program 


Program Supervisors will plan and determine the 
current and future management needs of the Agency 


by: 
a) 


(2) 


(3) 


Evaluating the performance and potential of 
present employees; 


Guiding and assisting employees in their 
efforts to develop their own potential to its 
fullest; 


Establishing a ciimate within the Agency that 
will nd support p 


development. 


The Agency's current and future managerial needs 
will be met by the following: 


a) 


The Program supervisors will maintain and 
improve the effectiveness of each employee's 
performance in his present position to ensure 
good results for the Agency; 


Preparing employees for advancement to 
greater job responsibilities where that 
potential exists. 


In accordance with these principles, the Executive 
Director, with the assistance of those responsible 
for training and development within the Agency, 
will be responsible for the successful 
implementation of managerial development programs 
in accordance with the needs of the Agency. 
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da. Each supervisor has the responsibility for working 
with her/his subordinates in planning thei. 
development and in assessing: 
(1) Job Responsibility. 
(2) Employee's Performance Evaluation. 


e. Each employee should partake in the management 
development process by: 


(1) Participating in establishing her/his own job 
standards and development goals; and, 


(2) Effectuating and realizing goals and 
objectives. 


staff Development 
The Agency will promote the development of staff to 
enhance individual performance and encourage career 
development. 
staff training is to include on-the-job training, 
special assignments, staff meetings, workshops, and/or 
individual supervisory meetings. 
a. Selection Criteria 
Employee's attendance at training sessions, 
conferences, and/or seminars will be based upon 
the following factors: 


(1) Needs assessment of the employee and program 
component; 


(2) Program priorities and policies; 
(3) Individual requesting training; 


(4) Training program criteria eligibility and 
requirements of training program; and, 


(5) Agency objectives and needs. 

Notification of Selection 

Immediate supervisors will have responsibility to 
notify employees of their selection to attend 
training courses and/or seminars. 

The Executive Director will notify the immediate 
supervisors if employees have been selected to 
attend course and/or seminars. 
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Request to Attend 


Employees who desire to attend pertinent training 
seminars and/or courses should formally notify 
their immediate supervisor. 


The Executive Director will authorize final 
approval and expenditure of fund 


The employee, in consultation with this immediate 
supervisor, will make all arrangements for 
attendance at a particular seminar and/or course. 


Reports 


Reports, outlining seminar and/or course attended, 
must be submitted by the employees to the 
immediate supervisor within seven (7) working days 
following attendance. 


Reimbursement 


Expenses, which have been justified, incurred in 

training will be reimbursed. Requests for 

reimbursement will be channeled through the 

immediate supervisor on standard travel voucher 
s. 


EMPLOYEE FRINGE BENEFITS 


The Agency will provide fringe benefits contingent upon the 
availability of resources. 


1. 


Employee and/or Employer Participation 


Social Security 
Dual participation through matching amounts. 


Unemployment/Disability I: 


Dual Participation, currently at the following 
contributions rates: 


Unemployment isabilit 
Employer Worker Employer Worker 
01300 .00625 .00150 00500 


Workmen's ion I: 


Employer provides coverage for job related 
injuries 
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2. 


d. Health Insurance 


Employer provides medical and dental insurance for 
the employee and his immediate family. 


All new employees must arrange with the fiscal 
office to complete appropriate applications for 
health benefits. All employees who present a 
claim for health insurance should apply through 
the Fiscal office. 


Holiday Pay 
Full-Time employees have the following paid Holidays: 


a. New Year's day 

b. Martin Luther King's day 
c. President's day 

d. Good Friday 

e. Memorial day 

f. Independence day 

g. Labor day 

h. Columbus day 

i. National Election Day (Presidential) 
j. Veteran's day 

k. Thanksgiving day 

l. Friday after Thanksgiving 
m Christmas day 


All holidays which fall on a weekend will be observed 
the following Monday 


Vacation Pay 


The Agency will implement a graduated vacation plan for 
permanent status employees based on length of service. 


Effective April 2, 1985 all employees hired after this 
date will accrue time as indicated below. Employees 
who were hired before April 2, 1985 will accrue 
vacation on the old schedule. 


The graduated paid-vacation scheme will be as follows: 


Length of Service Paid Vacation Time 

1-36 months 10 days (accrued at 
.8333/month) 

37-72 months 15 days (1.25 day/month) 

73 months and over 20 days (1.667 day/month) 


Granting vacation with pay will be subject to the 
following: 
-16- 


a. All employees on a yearly contract will be asked 
to take their vacation leave before the expiration 
of the contract unless otherwise notified. 


b. New employees who leave before completing one (1) 
year of service will not be entitled to any 
vacation pay. 


c. Vacation days cannot be accrued 60 days beyond the 
employee's anniversary date. 


d. If the needs of the Agency preclude taking any 
vacation leave which would otherwise be lost due 
to time limitations, the Executive Director or 
her/his designee may waive the limitation. An 
alternative time period will be mutually agreed 
upon. 


e. Executive Staff is entitled to one (1) personal 
day every four (4) months of consecutive 
employment which cannot be carried over to the 
next calendar year. The accumulation of personal 
days will commence with the beginning of the 
calendar year. 


All requests for vacation leave must be approved 
by the immediate supervisor and Executive Director 
as follows: 


a. The employee must submit a Request for Leave 
with Pay Form (Form 1992-D). 


b. Upon approval, the form will be forwarded to 
the fiscal office for processing. A copy of 
the form will be retained in the employee's 
personnel record. 


c. Ina situation where there is more than one 
vacation request for the same period, 
preference will be given on the basis of 
seniority and receipt of request. 


Pa: ick Leave 


All entry level full-time employees earn one day sick 
leave for each month for a maximum of nine days per 
year for their first year after completion of the 
three-month probationary period. 


All other full-time regular employees will earn one day 
sick leave for each month for a maximum of twelve days 
per year. 


Sick leave may be accrued from year to year effective 
January 1992. 
ohh 


-17- 


Medical verification will be required after three 
consecutive absences. 


The employee must communicate a sick leave absence with 
her/his immediate supervisor and/or the Admnistrative 
Officer no later than 9:30 a.m 


When absences due to illness exceeds the amount of 
total sick leave earned and authorized, the pay of the 
employee will be discontinued until she/he returns to 
work. 


Emerge: eave 


All regular employees may request up to 3 paid 
emergency days 
Emergency leave must be approved by the employee's 
immediate supervisor. 


Emergency days cannot be accrued from year to year. 


Employees requesting emergency leave must do the 
following: 


a. Complete Leave Form and forward to immediate 
supervisor for review and approval. 


b. The Executive Office will be the custodian of the 


rm. 
Ju; Par 


An employee shall be granted the necessary time to 
perform jury duty as prescribed by applicable law. 


An employee will be compensated for the designated 
period contingent upon submission of appropriate 
documentation inclusive of jury per-diem fee. Per-diem 
fee will be deducted from respective pay period in 
which it has pepn peceived, 


oh PMA 


` 
fw An onbidea Gust provideher/Nis immediate supervisor 


with official notification of the reporting time for 
jury duty and must notify the immediate supervisor of 
the cessation date of jury duty. 


Leave Without Pay 
a. Maternity Leave 


An employee who is anticipating childbirth may 
request a leave of absence without pay for a 
maximum of four weeks prior and four weeks 
subsequent to childbirth. However, the employee 
must inform the 
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Executive Director four weeks after childbirth 
whether or not the employee will continue 
employment. 


At the discretion of the Executive Director, ai 
employee's leave may be extended if circumstances 
warrant. 


Employees should apply to the New Jersey Temporary 
Disability Benefits Office for compensation 
during the maternity leave period. 


Paternity Leave 


Upon written request, paternity leave will be 
granted. Such a leave will not exceed two weeks 
and will be without pay. 


Military Service Allowance 


Regular employees may be granted a leave of 
absence without pay for military duty. Employees 
must provide official notice of military service 
duty. 


Leave of Absence Without Pay 


Leave without pay will be granted in extraordinary 
circumstances to employees with permanent status 
and only when the employee no longer hi 

accumulated vacation. To request this leave the 
employee should submit a written request to 
her/his immediate supervisor within five working 
days. 


The supervisor will submit employee's request to 
the Executive Director for review and final 
determination. 


The employee will receive a notification of final 
determination. 


Other Employee Benefits 


a. 


Pay Advance 


In case of a serious personal financial emergency, 
the Agency may advance up to half of an employee's 
bi-weekly salary. 


Repeated cash advances will not be approved and 
only those of an emergent nature will be 
considered. 


The Executive Director will have final approval of 
such advances 
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b. Educational Leave 


At the discretion of the Executive Director, 
educational leave may be granted if the 
educational pursuit is job related and said leave 
does not adversely impact the Agency. 


F. Termination of Employment 


Involuntary Sepa: 


An employee may be terminated for the following 
reasons: 


a. Lack of Work 


Whenever the amount of work no longer justifies 
maintaining an employee position, the Agency will 
exhaust possibilities of transfer and/or 
reassignment. 


In the event there is no possibility of retaining 
the employee, the Executive Director will provide 
two (2) weeks prior advance notice regarding the 
employee's anticipated separation. 


b. Reduction or Elimination of Funds 


Whenever the Agency experiences a reduction of 
funds or elimination of programs and has exhausted 
possibilities of transfer, and/or reassignment, 
the Executive Director will provide two (2) weeks 
prior advance notice regarding the employee's 
anticipated separation. 


c. Expiration of Agreement 


Whenever employees are hired to perform specific 
tasks within a specified period, the Executive 
Director will provide two (2) weeks prior notice 
to the employees regarding the anticipated 
separation. 


Voluntary Resignatio: 


An employee is required to provide to her/his 
supervisor at least two (2) weeks prior notice of the 
employee's intention to discontinue employment with the 
Agency. 


Employees in Executive level positions must provide at 
least two (2) months prior notice of their intention to 
discontinue employment. Said notice must be given to 
the Executive Director who will subsequently schedule 
an exit conference with the employee. 
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A letter of resignation must indicate the effective 


date. 


All resignations are subject to the conditions as 
enumerated in Section F.2.p 20 


3. Dismissal 


Supervisors are required to carefully document all 
recommendations for dismissal. The documentation will 
include, but not be limited to, the periodic employee's 
performance appraisal. 


a. Grounds for Immedia: 


Dismissal 


Employees are subject to dismissal for the 
following: 


a) 
(2) 
(3) 
(4) 
(5) 
(6) 


(7) 


8) 


a hie 


Inefficiency: Poor quality of work; poor job 
performance; 


Irregular attendance: Frequent unexcused 
absence or tardiness; excessive absenteeism; 


Misconduct: Violations of policies contained 
in this Manual; 


Insubordination; 


Found to be under the influence of, or in 
possession of alcohol and/or illegal drugs 
while on duty; 


Conviction of any criminal act or offense, 
which would affect the employee's ability to 
perform her/his functions; 


Any improper behavior, flagrant action or 
malfeasance impacting on the image of the 
Agency; 


Theft or misappropriation of the Agency's 
property. 


Dismissal process 


The dismissal process is to be carried out in 
accordance with the following procedure: 


Step I: A verbal warning which will be 


documented in the Personnel Record 
and/or in the EPA. 
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4. 


Step II: A supervisory meeting which will be 
arranged to advise the employee of 
her/his unsatisfactory performance and 

areas for improvement. 


A formal record of the supervisor's 
meeting shall be retained in the 
employee's personnel file which will 


include: 

a. specific deficiencies observed in 
the employee's performance; 

b. Necessary improvement; 

c. A re-evaluation period; 


d. Further action to be taken if 
unsatisfactory job performance 
continue. 


Step III: If the employee continues to exhibit 
unsatisfactory work performance, 
Executive Director may seek the 
termination of the employee. 


Terminal Pay 


All employees who leave the employment of ASPIRA, Inc. 
of New Jersey for any reason will receive all pay which 
may be due them with the following qualifications: 


a. All regular employees who have completed a year 
with the Agency will be paid for all vacation 
leave accumulated. 


b. Regular employees who are dismissed will be given 
two (2) week notice pay. Grossly violative 
conduct of the Agency's rules and regulations 
will not entitle the employee to two weeks notice 
pay. 


cC. Regular employees who fail to provide two (2 
weeks prior notice of intention to discontinue 


employment will forfeit the 
pay. cee 


Executive staff must provide 60 days notice to be 
eligible for laecrued vacationfpay 


d. All employees indehding to discontinue employment 
must submit an exit report. Criteria for the 
preparation of an exit report will be provided by 
the immediate supervisor and/or the Executive 
Director. 
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APPENDICES 
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FORM: 1992-A 


ASPIRA, INC. OF NEW JERSEY 


EXECUTIVE DIRECTOR 


ORIENTATION RELEASE FORM 


NAME: CENTER: 


POSITION: DATE OF HIRING: 


I hereby state that my immediate supervisor 


has provided 


me with all relevant information as required 
by the Personnel Policy Manual: Section II 3.b:p6 


Orientation Program. 


In the same manner, I have discussed the responsi- 
bilities and duties of my job description and have 
accepted the conditions and requirements thus pre- 


sented. 


Immediate Supervisor Employee's Signature & Date 
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FORM 1992-D 


ASPIRA, INC. OF NEW JERSEY 
EXECUTIVE OFFICE 


REQUEST FOR LEAVE WITH PAY 


vacation Compensatory Time 
Sick Leave Time ___ Emergency Leave 
NAME: CENTER/ PROJECT: 
TITLE: DATE: 
TOTAL TIME FROM: TO: 
Approved by: 
Immediate Supervisor Executive Director 


Specify reasons for request where applicable: 


Please be sure to enclose any applicable certificates and/or 
documents. 


